































































































































































































NHA HANDBOOK . § 20-110-8

Temporary employees holding appointments in excess of six mon!;hs‘ ’
duration will be given unofficial ratings at the end of the fifth ‘ !

month of service. Employees holding appointments of less than six
months will not be rated unless the employees are involved in a re-
duction in force.

The Personnel Director will appoint an efficiency rating committee, usudl ly
three or five in number, one member of which shd 1 be a member of the staff
of the Personnel Section. Insofar as possible, appointments will be
rotated so that at no time will there be a completely new committee.

EFFICIENCY RATING COMMITTEE

The Efficiency Rating Committee is responsible for the following:

To plan and generally supervise the rating program, to issue instruc—
tions, hold training meetings with rating and reviewing officials, and .
establish uniform stendards of performance within the organization.

To serve as the central and authoritative source of information on
questions relating to the rating procedure.

To review reports of efficiency ratings and make certain that reason-
ably uniform standards of performance and rating have been followed, or,
if not followed, have been adequately explained.

To hear requests by employees for reconsideration of ratings. “

[SEC. 20-110-8 /

THE RATING OFFICIAL

The rating official is the person who is immediately responsible for the
work of the employee (first person in authority who has supervisory respon-
sibilities), who either daily oversees, reviews and checks the work of
that employee or who is best acquainted with his daily performance during
the period of time for which the rating is made.

In case an employee is regularly working under more than one rating official,
the rating officials shall confer and arrive at an efficiency rating which
shall represent their joint evaluation under their Joint signatures as
rating officials.

Administrative unofficial ratings which may have been made on employees
during the year will be referred to the rating offiecial by the Personrel
Section, for comsideration in preparing the regular efficiency ratings.

The general responsibility of the rating official is to make the initial
evaluation of the emplovee's performance. The success of the program de-
pends upon initidl evaluations that are honest and unbiased, fair alike to
the Agency and the employee. The rating official is to follow the specific
instructions in the Rating Official's Guide, Civil Service Commission

Form No. 38224,
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NHA HANDBOOK § 20-110-9

SEC. 20-110-9
THE REVIEWING OFFICTIAL

The reviewing official is the supervisor highest in line of authority
above the rating official who has personal knowledge of the general per—
formance of the employee being rated and of the standards of performance
of the unit in which the employee is assigned as compared with standards
in other units.

The general responsibility of the reviewing official is to review or to
revise ratings after conferring with rating officials and any inter-
mediate supervisors. He should be thoroughly familiar with the instrue—
tions in the Rating Officisl's Guide, as it is his responsibility to
make certain that proper and uniform standards have been applied by all
the rating officials under his juwrisdiction. He should avail himself of
all the advice and guidance he can obtain from his intermediate super-
visors, and may find it desirable to have ratings routed to him through
the intermediate supervisors., Specific instructions and suggestions
applicable to reviewing officials are as follows:

In order that rating officials may have a more uniform conception of
the rating standards and precedure, it is suggested that the review—
ing officials discuss these matters with them before the ra*ings are
made, to clarify any questions which may arise.

After receiving all completed forms from the rating officials, the
reviewing official should examine the ratings by grade and class.
Markings made by rating officials may be questioned for any reason,
including the following:

1. Disagreement with the rating official as to the elements that are
pertinent to the positions and to be rated, or as to elements
that are especially important and to be underlined.

2. Based upon a personal knowledge of a particular employee's perform-
ance, disagreement vith the evaluation made, either because of the
evaluation itself, or because consistent performance requirements
for the type mxd level of work were not applied.

3. Disagreement with the adjective rating assigned by the rating
official because the rating standard has not been follovwed without
satisfactory explanation for deviating therefrom, or because the
plus and minus marks have not been correctly and qualitatively
evaluated in determining whether the minus marks have been over—
compensated by plus marks.

Whenever there are disagreements, the differences should be discussed
with the rating official and with the intermediate supervisors, and
every possible effort made to arrive at a rating satisfactory to all,
If an agreement with the rating officizl cannot be reached, the re-
viewing official should record his changes on the form in red ink
without crossing out or erasing the marks of the initial rater,

When the review of the ratings is completed, the reviewing officiél
should enter the adjective rating in the space provided for him, sign
the report and enter his title and date in the spaces after the words

L/L /KT



NHA HANDBOOK § 20-110-12

"reviewed by", and transmit the reports to the Personnel Section. ’
SEC. 20-110-10

BOATD OF REVIEN

Public Law 880 of November 26, 19LO (76th Congress) authorized the estab-
lishment of a Board or Boards of Review in each department and independent
agency of the Federal Govermnment, to pass upon efficiency ratings given
erployees during the preceding rating year on which formal appeals for res
view have heen submitted.

YMembers of the Board and their alternates must te employees of the execu-
tive branch of the Federal Coverrment., . The Office of the Administrator
Board of Review is composed of three members, wlth one alternate for each
principal member, to serve in his absence. One member and an alternate
are designated by the Administretor; another member and an alternate are
elected by the employees whose efficiency ratings are under the Board's
jurisdiction, at an election to be held between April 1 and July 1 of each
year; and a chairman and an alternate designated by the Civil Service
Comnmission., The terms of these members expire on'June 30 subsequent to
their appointment or election, except that members will continue to serve
until their successors are appointed or elected.

SEC. 20-110-11

"APPBALS OF EFFICIENCY RATINGS

are encouraged first to contzct their rating and reviewing officials for
a discussion of the ratings in question before submitting appeals to the
Board of Review. (An employee may also discuss his rating with a member
of the Ifficiency Rating Committee.) -

Employees who feel adjustments should be made in their efficiency ratings *

If after discussing the rating with the rating and reviewing officials

the employee still wishes to appeal his case, he is required to submit his
appeal in the form of a written statement, in duplicate, addressed to the
Yational Housing Agency, Cffice of the Administrator Board of Review on
Efficiency Ratings, U.S, Civil Service Commission, Washington, D, C.
Appeals must be received by the Chairman of the Poard not later than 90
days after the employee receives official notice of the rating, unless
there 1s satisfactory evidence that circumstances beyond the employee's
control prevented filing of the appeal within the specified time, or the
necessary informetion was not available within the 90-day period.

The statement must include the employee's name, mailing address, classifi-
cation grade in which rated, date notified of efficiency rating, efficiency
rating appealed from, efficiency rating expected, period covered by the
efficiency rating, organization unit in which the rating was assigned, and
a full explanation of the reasons why the employee believes the rating
should be adjusted.

STADARD FORL 51, REPORT OF EFFICIENCY RATING

wce of employees. The Personnel Section will insert on the forms data

raing the period covered by the rating, name of erployee, service and

L/l /T
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NHA HANDBOOK - § 20.120.16

grade, place of assignment, and type of rating, before distributing the
forms to the rating officials.

After completion of the forms by the rating and reviewing oflicials,
they are returned to the Personnel Section.

/SEC. 20-116-13/

3T AN T D T O
LOTHES OF RATLIGS

Upon approval of the official ratings by the Ifficiency Rating Committee
and within two months after the close of the regular rating period
(thirty days in the case of probational or special rztinzs), each eme
ployec shall be notified of his final adjective rating on Standard

Form 66.

[SLC. 20-110-11}/

RESPONSIBILITY OF OFI'ICE DIRECTCRS

It will pe the responsibility of office and division heads to see that
administrative unofficial ratings are subtmitted to the Personnel Section
when requested. It will be their particular responsibility to see tha
supervisors who are leaving the Agency prepare, nrior to their last
working day, efficilency ratings for all employees whom they swiervise.

*lhen transmitting the completed regular ratings, the office and division
heads should have prepered a 1list, in dupliczte, showing the name, title,
grade, salary, and efficiency rating of cach employec rated, which will
accompany the ratings. A copy of this list will be returned to the
originating office after ratings have been reviewed and approved by the
Efficlency Rating Committee, and any adjustments made in ratings by the
Comnititee will te noted thereon.

RESPONSIRILITIYS OF PFRSOIMEL SECTION

It shell be the responsibility of the Persounel Scction to obtain admine
istrative unofficizl efficiency ratings as required. lotices will be
sent to office and division heads when ten-month probational ratings,
and five-month ratings for temporary employees, are due.

The Personnel Section will also be responsiltle for returning to the
originating office a copy of the swummary list of employees and ratings
received with the completed rating forms, with any changes noted thereon,
after the Ifficiency Rating Corrmittee has completed its review and
approval of ratingzs.

VALUE OF THL RFFICITNCY RATING SYSTT

Properly administered periodic evelustions of individual performance will
serve as an important administrative guide in increasing the efficiency
of employees' performances and improving supervisory practices, Improper
assigmments which becomé apparent from such neriodic evelustions will en—
able responsible officials to take necessary corrective measures to
assure that each employee is in the right job so that maximm utilization
of employees!' skills and qualifications nay Le realized.

b/l /L7
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CHAPTER 20-201

CORRESPONDENCE CONTROL
PROCEDURE

SEC. 20-201~-1

PURPOSE

To provide an effective reference and control record on important incoming
correspondence, the Office of the Administrator will continue the use of
the correspondence control Form NHA 27-1. This chapter explains the
proper use of this form, by means of which it is possible to determine
quickly whether a particular letter has been received and its immediate
location.

SEC., 20-201-2
FORM NHA 27-1

All incoming letter mail is opened by the Mailroom unless marked "Per-
sonal" or "Confidential". Each communication is time stamped and routed
to the appropriate office for handling.

The more important communications, including all mail from Congressmen,
Congressional committees, cabinet officers, other Federal agencies,
mayors, governors, and other public officials and organizations, are
recorded on the multi-carbon form NHA 27-1.

Form NHA 27-1, consisting of at least 5 copies, is attached to the in-
coming communication, The information on the form shows from whom the
letter is received, date of the communication, date received, name of
the person to whom referred from the Mailroom for handling, and a brief
summary of the content.

SEC. 20~-201-3
INTEROFFICE REFERRALS
OF RECORDED MAIL

When a letter which has a form NHA 27-1 attached is referred from one
office to another, a notation should be made in the next "Referred"
space, of the name of the individual to whom routed and below it the
date of referral. One copy of the form should be detached and sent to
the Mailroom that the record there will at all times reflect the current
location of the item. The referring office may retain one copy of the
control form for record purposes. One copy of the control form must
remain attached to the incoming communication until it reaches Central
Files for permanent filing.

SEC. 20-201-
NO_REPLY REQUIRED

If a communication requires no answer, the "No Reply" space at the
bottom of the form NHA 27-1 should be checked, signed by the individual
making such determination, and the letter with form attached referred
to Central Files.

L/b/17



NHA HANDBOOK § 20-201-6

’

Any incoming communication which is referred to Central Files for perma-
nent filing should have filing authority noted in the upper right-hari
corner, with the date and name of the individual who authorizes fili

CORRESPONDENCE RETAINED BY OPERATING UNITS

Occasionally it may be necessary for an office to retain an incoming
communication, for instance, if the communication relates to a matter
which is under discussion and which should be immediately available
until it is findlly disposed of. In such instances a copy of form

NHA 27-1 should be noted accordingly and forwarded to the Mailroom that
the control record may be corrected.

PRELIMINARY ACKNOWLEDGMENTS

In the event a letter cannot be fully answered and a preliminary acknow-
ledgment is sent out, to be followed later by a full reply, the office
handling the correspondence will prefer to retain the file until the
letter is finally answered. In such cases a copy of form NHA 27-1 should
be noted "incoming retained pending final reply" and attached to the
outgoing preliminary acknowledgment, that the Mailroom may not: its
control record accordingly.

L/b /47
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CHAPTER 20-203

PREPARATION OF DOCUMENTS FOR
APPROVAL OR SIGNATURE
BY THE PRESIDENT

/SEC. 20-203-1/

This chapter sets forth the proper manner of preparing documents for
approval or signature by the President, in accordance with the procedure
established by the White House.

SEC. 20~203-2,

PURPOSE

REQUIREMENTS OF THE WHITE HOUSE

The White House advises tnat "it is the President's intention to retain
in the White House files the originak of all communications addressed to
him by the several Departments and Agencies of the Government on matterse
requiring his approval or signature',

All such communications originating within the Uffice of the Administra-
tor must therefore be submitted in duplicate, that a copy may be returned
for our files after action has been indicated thereon by the President.

SEC. 20-203~
DOCUMENTS DELIVERED PERSONALLY

The White House requests that "in cases where papers are brought in per-
sonally by Departmental heads and are signed or approved by the President,
the original should be left with the Executive Clerk".

L/l /47
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CHAPTER 20-204

MAIL TO OTHER GOVERNMENT AGENCIES
LOCATED IN WASHINGTON, D. C.

SEC. 20-204~1

U.S. OFFICIAL MATL AND MESSENGER SERVICE

The United States Official Mail and Messenger Service provides for
messenger delivery of of ficial mail between Government agencies located
in Washington, D.C., to facilitate operations and save Post Office
Department handling. Local deliveries are accomplished more quickly
through this service than through regular mail channels.,

Collections and deliveries of of ficial messenger mail are made by the
United States Official Mail and Messenger Service at the Office of the
Administrator mailrcom, on the same schedule as regular Post Office
mail collections.

SEC. 20-204-2

PREPARATION AND DISPATCH OF
OFFICIAL MESSENGER MAIL

To take advantage of the speedier service and to save unnecessary
penalty mail costs, all Office of the Administrator mail for other
Government agencies located in Washington shall be transmitted by
this messenger service.

Envelopes showing the return address of the Office of the Administrator,
without the penalty indicia, shall be used for messenger delivery mail.
The mailing address should be shown on the face of the envelope as
usual, and in addition, in the lower left hand corner, the following:
RUN STOP .

The mailroom will be responsible for segregating mail addressed to other
government agencies in Washington, and inserting the correct delivery
route wid stop numbers,

Offic. 1 messenger mail will be picked up by the Office of the Administra—
tor messengers on their regular rounds.

This chapter supersedes Operating Instruction No. 27-10.

RESCINDING CLAUSE ’

L/b /6T



NMA HANDBOOK § 20210

CHAPTER 20-210

REPORTING LONG DISTANCE CALLS

SEC. 20-210-1
PURPOSE

This chapter establishes the procedure for maintenance of reports and
certification of necessity for long distance calls, to facilitate
processing and payment of telephone bills.

SEC. 20-210-2 -
RECORD REQUIRED

Bach office or division shall maintain a record of all paid outgoing and
collect incoming long distance calls, to include the date of the call,
name of the person making an outgoing call or accepting a collect income
ing call, person called or caller on incoming cells, place called or
origin of call if incoming, time consumed, and charges if available.

When placing an outgoing call or accepting an incoming collect call, the
operator should be requested to furnish "time and charges" at the con-
clusion of the call., Operators will furnish time in all cases, and
charges unless calls are placed ovef direct lines in which case charges
are not available.

Records should be maintained by periods to coincide with the billing
pericds. Calls placed through the National Housing Agency switchboard
(Execut ive 4160) are billed from the 16th through the 15th; those placed
through the Republic 7500 beard are billed froa the 6th through the 5th.
Offices located in the Social Security Building, Teupo E, and 301 In-
dependence Avenue should maintain their records for the pgeried from the
6th through the 5th of each month.

At the end of the billing period (the 5th or the 15th), each office or
division will complete form NHA 25-15 (Rev. - 4-47), have it signed by
the head of the office or the division submilting the report, and trans—
mit it to the Finance Section. In the absence of the office or division
head, the certification should be signed by the perscn designated to act
in his stead during his absence.

SEC. 20-210-4

REPCRTING INSTRUCT IONS

PERSONAL LONG
DISTANCE CALLS

Office telephones should not be usced for personal leong distance calls ex—
cept in case of emergency. Public telephone booths should be used for
personzl toll calls or, if the employee has a residence phone, the oper-
ator should be instructed tc charge the call to the home telephone,

Where the placing of a paid call or the acceptance of an incoming collect
personal call over an office telephone is unavoidable, the employee must

L/l /17
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ascertain from the operator the exact cost of the call, including tax.
Complete information about the call must be furnished to the person
responsifle for maintenance of the long distance record that it may be
properly noted on the office report.

A check or money order in paymert of the call, payable to "The Treasurer
of the United States", must be submitted to the person preparing the
report prior to the reporting date as indicated above, that the remittance
may be transmitted with the report to the Finance Section.

SEC. 20-210- -
RESCINDING CLAUSE

This chapter supersedes Operating Instruction No. 26-1A.
W/ /7
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CHAPTER 20-211

USE OF LONG DISTANCE
TELEPHONE FACILITIES

SEC. 20-211-1
PURPOSE

Ln the interests of economy, the use of long distance telephone calls
must be restricted to important official business which cannot be handled
satisfactorily by other means of communication, This chapter formalizes
existing restrictions on the use of long distance facilities, and the
guides to be observed by membérs of the staff in making long distance
calls.,

SEC. 20-211-2

OFFICIALS AUTHORIZED TO MAKE
TONG DISTANCE CALLS

The following members of the staff are authorized to place outgoing paid
calls or to accept incoming collect calls: Assistant Administrators,
Assistants to the Administrator, Office Directors, and Division Directors.
Other members of the staff who may find it necessary te¢ use long distance
facilities must first obtain the approval of the appropriate office head
who has authority to use long distance facilities,

SEC. 20-211-3

CERTIFICATION OF NECESSITY FOR CALLS

The head of the office or division is required to certify to the neces-
sity for all toll calls for his unit, on the Report of Long Distance
Calls, form NHA 25-15 Rev. 4-4-47, which is submitted monthly (see
chapter 20-210), Such certification shall serve as notice that any calls
included on the report, which were made by employees other than those
anthorized to use long distance facilities, were approved beforehand,

/SEC. 20—211-; /

USE OF LONG DISTANCE FACILITIES

To the greatest extent possible, mail and telegraphic facilities should
be utilized in transacting official business in order to reduce communi-
cations costs. Where a call appears necessary, it is the responsibility
of the official making the call to assemble all pertinent data that the
call may be completed quickly. BEvery effort should be made to refrain
from engaging in lengthy discussions during long distance calls..

Before placing any call, the staff member should establish to his own
satisfaction that the matter is sufficiently urgent to justify the call,
or cannot be handled to best advantage by another means of communication.
In all events the call must be made as brief as possible.

L /17 /47
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CHAPTER 20-280

PRINTING AND DUPLICATING
REQUISITIONING PROCEDURE

SEC. 20-280-1

PURPOSE

This chapter establishes a procedure for requisitioning all types of
printed and duplicated work.

/SEC. 20-280-2 7

REQUISITIONING INSTRUCTIONS

All requests for printed or duplicated work must be submitted on

Form NHA 26-28 "Requisition for Printing and Duplicating". This form

is to be completed in quintuplicate, of which the last copy (salmon)
may be retained by the requisitioning office for reference purposes.

(on news releases, summaries and digests of Congressional and Executive
action, and Personnel Bulletins, one requisition may be submitted on the
first of each month to cover issuances for that month.)

In order that the duplicating shop to which a job is referred for repro-
duction will be in a position to complete the work satisfactorily and
with a minimum of delay, it is important that each item of instructions
on the form which is applicable to the particular job be properly filled
in. Incomplete requisitions will be returned for correction and will
result in delays in having work finished.

For mimeograph work, stencils are to be prepared by the requisitioning
office. For multilith work, finished copy should be submitted with the
requisition except on special types of work for which copy cannot satis~
factorily be prepared on a typewriter. (3ee Sec.20-320 concerning
requisitions for new or revised forms.)

/SEC. 20-280=3 /

APPROVAL RAQUIRED

All requisitions for duplicating and printing must be signed by the
office or division head, and are subject to review and approval by the
Administrative Operations Divisicn.

The original and three copies of the requisition, together with the
material to be reproduced, should be routed to the Administrative
Operations Division, which will obtain any other clearances which may
be necessary, and will make arrangements for reproduction on approved
requisitions. Rejected requisitions will be returned to the originating
office with an explanation as to the basis for rejection, or a request
for additional information.

/SiC. 20-280=, /

JUSTIFICATION FOR INFORMATIONAL MATERIALS

For all informational materials it is required that a juétification of
need for and explanation of the use of the material, including proposad

L/b/lT
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extent of distribution, be noted on the requisition. This should
appear either under item 19 or on the reverse under item 38,

Under a Bureau of the Budget interpretation, informational materials
include virtually all materials duplicated with the exception of forms,
blanks, letterheads and envelopes, directives, rules and regulations,
legal interpretations, and the like. Consequently the bulk of materials
duplicated for the Office of the Administrator would be classified as
either public or internal informational materials.

/SEC. 20-280-5 ;

FURNISHING COPIES OF DUPLICATED WORK

To comply with Bureau of the Budget requirements concerning reporting
on informational materials and submission of copies thereof, it is
necessary that three copies of each job classed as informational be
furnished the Administrative Operations Division. It is suggested that
under item 21, instructions be included for delivery of three copies
direct from the duplicating shop.

SEC. 20-280-6

RESCINDING CLAUSE

This chapter replaces Operating Instruction No. 26-3A.
L/L /W7
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CHAPTER 20-320

CONTROL AND STANDARDIZATION
OF ADMINISTRATIVE FORMS

/SEC. 20-320-1 /

FORM CONTROL AND STANDARDIZATION

The Office of the Administrator is installing a program to control and
standardize administrative forms intended for use within the Office of
the Administrator or by organizational units thereof.

Forms will be approved for reproduction and use only where need is
clearly established. Offices initiating requests for new forms and per-
sonnel responsible for form control will recognize that the greatest cost
factor of a form is in its handling. The cost of reproduction is negli-
gible in proportion.

/SEC. 20-320-2 ]
REQUESTING NZW FORMS
OR FORM REVISIONS

Any operating unit should suggest a new form or the revision of an exist-
ing form when it appears that operations may thereby be improved or per-
formed more economically.

Requests for new forms or form revisions shall be submitted on Form
NHA 26-8, Revised, "Requisition for Printing and Duplicating". The re-
quisition should be accompanied by a rough sketch of the proposed form
and the reverss cf the requisition should be completed, explaining and
justifying the request.

Employees responsible for actual use of forms are urged to submit requects
or recommendations for changes which would increase the value of the forms
for record purposes, simplify use, or facilitate operations.

/SEC. 20-320-3 7
RESPONSIBILITY OF THE

BUDGET, ORGANIZATION AND FINANCE SECTION

Requisitions will be forwarded to the Budget, Organization and Finance
Section of the Administrative Operations Division, which shall be respon-
sible for the form control and standardization program.

The Section will determine the essentiality of the form after an analysis
of its effect on procedure, the benefits to be derived from its use, and
the possibility of securing or establishing desired information from
other sources or by other means., After determination that adoption of

the form is desirable, it shall be the responsibility of the Seetion to
supervise the design of the form so that it will most adequately serve the
intended purpose, obtain necessary clearances from the operating units
concerned, assign the form number, and complete arrangements for having
the form reproduced or printed. The Section will also approve all re-

L/l/LT
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quests for re-runs of forms, checking with operating units for possible ‘
improvements before ordering.

SEC. 20-320-
CENTRALIZED STOCKING AND DISTRIBUTION

The Budget, Organization and Finance Section will ascertain initial dis-
tribution and stocking requirements for forms. The Office Services
Section will handle distribution.

Forms stocks will be maintained by the Office Services Section in an
OA Stockroom, and requisitions for forms supplies will be filled and
recorded therein. Operating units ordering forms from stock should
limit quantities to approximately 90 days' supply or minimum quantity
lots.,

The Budget, Organization and Finance Section, in conjunction with the
offices using specific forms, will be responsible for establishing mini-
mum inventory levels so planned as to anticipate recurring requirements
adequately.

L/u /7
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" CHAPTER 20-330
DISTRIBUTION CONTROLS

SEC. 20-330-1

PURPOSE

The purpose of this chapter is to establish responsibility for the control
of distribution of informational materials, such as technical bulletins,
operating reports, analytical studies, pamphlets, periodicals, digests,
and the like, prepared by the Office of the Administrator, for Agency use
and/or public distribution.

SEC, 20-330-2

RESTRICTION ON USE OF MAILS

The Agency is prohibited by statute from transmitting through the mail
any book, report, periodical, bulletin, pamphlet, list, or other article
or document, unless a request therefor has been previously received; ex—
cept (a) official letter correspondence, including such enclosures as are
reasonably related to the subject matter thereof; (b) forms, blanks, and
copies of statutes, rules, regulations, instructions, and administrative
orders and interpretations necessary in the administration of the Agency;
(¢) such transmission as may be required by law; (d) any document trans-
mitted to inform the recipient thereof of the adoption, amendment, or

_interpretation of a statute, rule, regulation, or order to which he is
subject; or (e) the transmission of any such items to educational insti-
tutions, public libraries, or to Federal, State, or other public author-
ities.

It shall be the responsibility of the organizational unit which prepares
material for outside distribution to observe the above statutory restric-
tions.

.
INFORMATIONAL MATERTALS FOR GENERAL
PUBLIC DISTRIBUTION

The Information Service shall be primarily responsible for determining
the extent and type of distribution necessary and desirable for informa-
tional materials developed for general public distribution.

Mailing lists for general public distribution shall be compiled by the
Inquiries and Reports Section in collaboration with the unit which orig-
inates the material, the Information Service, and any members of the
staff who are in a position to make suggestions which will result in the
most effective distribution of such issuances.

Changes in public distribution lists will be made only by the Inquiries
and Reports Section, in writing, to the distribution unit.

MATERIALS FOR AGZNCY DISTRIBUTION

Reports, statistical data, analyses, and other data developed in connec—

. L/b /47



NHA HANDBOOK

§ 20-330-8

tion with operations for the use of the staff of the Office of the Ad- ‘
ministrator and other constituent units, shall be distributed under the
direction of the division which originates the material.

SEC. 20-330-5
SPECIAL MATERIALS

Materials which are developed for the purpose of inviting an interchange
of ideas or technical information, from members of the staff and from
selected groups, organizations, and individuals having a professional
interest in the subject, will be distributed under the direction of the
division which develops the material and is primarily interested in the
subject matter,

/SEC. 20—330—5 /

INTERNAL DISTRIBUTIONS

The Office of the Administrator Mailroom may be called upon to handle
internal Agency distribution of any OA releases, and shall be responsible
for making such distributions in accordance with lists furnished by the
responsible division. The divisions will notify the Mailroom in writing
when any changes in distribution lists are required, and whenever neces-—
sary, shall furnish corrected complete lists.

/SEC. 20-330-7 /
ROUTING OF INQUIRIES
FOR INFORMATION OR DATA '

The above procedure will not alter the present arrangement whereby in-
coming inquiries for information or data are routed by the Mailroom
directly to the organizational unit primarily concerned with the subject
matter, General inquiries which camnot be identified with a particular
organizational unit of the Office of the Administrator, or which request
copies of publications, will be referred to the Inquiries and Reports
Section.

SEC. 20-330-8

RESCINDING CLAUSE

This chapter replaces Operating Instruction No. 27-11.
L/ /7




